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You Are Hired: Full-Time ( ) Part-Time ( 1) 


Department Manager's ven iii i 


Going To Miss Work Or Be Late? 


Please... 


To help cover your responsibilities, we need to know as soon as 
Possible that you are going to be late or absent. Please call the 
person in charge of the store as soon as you know you will be late 
or absent, but no later than the start of your shift 


The telephone number to report this information is: 


RiJU82 


Welcome To VG’s, 


Thank you for joining VG’s and thank you also for your com- 
mitment to make our stores respected businesses in the com- 
munities we serve. 


We view ourselves as a smal/ business. We feel that all of us 
working together will help us to continue to be a progressive 
growing company. Our goal is to operate the best stores in our 
trading area. This can be accomplished by doing our job to the 
very best of our ability, by being genuinely friendly and courteous 
to our customers, and by treating your fellow workers with dignity 
and respect. We pride ourselves on the spirit of friendly 
cooperation which exists in our company, which we now extend 
and expect from you. 


We offer our customers clean, well stocked stores, that are 
priced competitively. We also offer customers friendly, courteous 
service for it is their repeat business that allows for the future 
growth and additional security that all of us desire. 


It is our intention to provide an opportunity for each of you to 
get maximum satisfaction from your work. We are proud to offer 
a fine wage and benefit program and to maximize the individual 
opportunity for each of our employees. We think that open com- 
munications throughout the company is most important. In 
return, we ask for your commitment to make VG’s the best place 
“to shop in our marketing areas. Jt is essential that you become a 
part of our team in achieving this goal. 


The purpose of this handbook fs to openly communicate to you. 
We know you will do your best work when you know what is ex- 
pected of you. Therefore, this handbook has been written so you 
will be able to work productively and in the best interests of our 
customers and your company. 


In closing, we look forward to working with you and wish you 
unlimited success in your career with VG’s. 


Very trufy yours, 


spat tet, 
Russell H. Van Gilder, Jr. 


Presfdent 


VG’S HISTORY 


Successful American businesses usually begin in small ways. 
VG's, formerly Comber and Fox, began in October of 1949 and 
was located at 225 West Caroline Street in Fenton. Our first store 
was really a renovated fruit stand. As our business grew, we 
enlarged our Fenton store and added the first Clio store in 1961. 


In 1976, we began our program of new, modernized super- 
markets with the relocation and opening of VG’s Food Center in 
Clio, Michigan. Following shortly was the opening of our second 
VG’s Food Center located in Fenton. In November of 1977, we 
purchased a store in Genesee, Michigan. In February of 1980, we 
opened a store in Davison. In the fall of 1983, we opened our newest 
VG's in Howell. 


VG STORE LOCATIONS 
1. 3150 Owen Road, Fenton, Michigan 
2. 710 South Mill Street, Clio, Michigan 
3. 7461 N. Genesee Road, Genesee, Michigan 
4. 8463 Davison Road, Davison, Michigan 
5. 2400 W. Grand River, Howell, Michigan 
6. OWOSSO 
+ BKIGHTION 


8. BURTON 
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PERSONNEL POLICY 


We want to take this opportunity to share our view of our 
philosophy of our relationship with you, our employee. The basis 
of our personnel policy is that each employee will be treated with 
respect and dignity. In addition, we want to base our relationship 
upon confidence and the individuality of each employee. 


Retailing is a customer service industry, and our success is 
dependent upon a work force that has a strong interest and desire 
in providing accurate, courteous, knowledgeable and prompt ser- 
vice to our customers. Because you are so important in the total 
success of our company, we wish to present what we intend to 
follow and practice in the following statements: 


@ We recognize the fact that our employees are our company’s 
most important assets. 


@ We will recruit, employ, train, compensate and promote 
employees based upon their qualifications without discrimi- 
nation in regard to race, color, religion, national origin, 
sex, age, marital status, handicap, height, weight or any 
other factor not related to the needs of the job. 


@ You have the right to work in an environment that is free of 
sexual harassment. Any employee conduct, whether inten- 
tional or unintentional, that results in the harassment of 
another employee. because of, or on the basis of their sex, 
is prohibited. Any employee who feels they have been sub- 
jected to sexual harassment is urged to immediately advise 
their manager. Further, any such acts of sexual harassment 
by an employee will be investigated immediately, and the 
offending employee will be subject to disciplinary action up 
to and including discharge. 


@ We will establish and maintain standards of job perfor- 
mance. This will be done reasonably and objectively and 
will be reflected in our decisions which will affect your 
opportunity, compensation and your remaining with the 
company. 


@ We will try to use all of your abilities and skills as fully as 
possible, and we will continue to take into account your 
performance experience. aptitude and interests in 
considering opportunities for advancement because we will 
always consider any qualified employees before recruiting 
outside of the company. 


We will maintain levels of pay which will compare favorably 
with other independent retailers. Our wage schedules will 
be administered in order to recognize good and excellent 
performance on the job. 


We will provide clear and timely information about your job 
responsibilities, performance and the company policies that 
affect you. 


We will protect the rights of all employees in order for you 
to exercise your rights under all applicable laws. 


We want you to be a part of our company, and we encourage 
your participation through constructive ideas and sugges- 
tions which will result in the improvement of services to our 
customers, our operations or any other matter relating to our 
continued success. 


We will maintain a program of benefits for eligible employees 
which will help protect you and your family against the 
financial hardships of illness, death and retirement. 


We believe you have a right to be treated fairly and consi- 
derately by anyone in a position of authority as well as by 
your fellow employees. We will not hesitate to take prompt 
and considerate action regarding any complaints of this 
nature. We think it’s important to treat each other the 
way we would like to be treated, and we have never been 
too busy to do that in this company. 


We will provide and maintain a working environment that 
is conducive to health, comfort, productivity and efficiency. 


GOOD CUSTOMER RELATIONS ARE IMPORTANT AT VG’S 


Courtesy And Friendliness 


One of our primary standards is to continue to provide a friend- 
ly, courteous and service-like atmosphere. A courteous attitude 
creates a pleasant place to shop and work. It attracts and holds 
customers and contributes greatly to growth and job opportunity. 
Any customer is the most important person you will meet while 
you are on the job. They are entitled to every courtesy and con- 
sideration. The success for all of us depends on how well we 
please them. 


You are expected to provide exceptional service to our 
customers. Any time you come in eye contact with a customer, 
show them a warm, sincere smile. If you are within normal 
speaking distance, greet them with the time of day - “Good Mor- 
ning,” “Good Afternoon,” “Hi,” or “Hello.” 


Your Customers Are Your Job 


Be friendly, courteous and helpful. Remember, the customers 
Pay your wages! We have everything to gain by being courteous. 
At VG’s, we look each customer in the eye and smile. Remember, 
the customers are our real bosses, and it is your responsibility to 
please them each time they visit our store. Seventy percent of our 
customers shop at our store because of your efforts to please 
them. Therefore, they are the ones who create the paycheck and 
our future on a continuing basis. Please help us to build our 
reputation of providing superb quality and exceptional service to 
our customers. Our reputation will help us to be respected and 
patronized in our communities. 


Personal Guarantee 


All merchandise in our store is sold with 100% satisfaction 
guaranteed. This means that the full purchase price will be 
refunded or another product given cheerfully and without an 
argument to any customer for any merchandise which has not 
given complete satisfaction. Customers returning unsatisfactory 
merchandise should be referred to the store manager, the store 
office or the department manager involved. 


Advertising Guarantee 


Many customers feel that when stores run out of advertised 
items it was done purposely in order to entice them to shop at 
that store. This is not our policy. We will issue a rain check or 
substitute an item of equal value to any customer who wants to 
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purchase an advertised special in which the current stock is sold 
out prior to the end of the sale. However, this would not apply 
when we have advertised that we only have a limited quantity at 
the special price and when that product is depleted, the sale has 
actually ended. 


These rain checks or product substitutions must be authorized 
and issued through designated procedures. 


Service Policy 


All of our customers, regardless of race, creed, color or physical 
appearance, are to receive the same efficient, friendly, courteous 
service. Do not hesitate to help a customer in need. 


Weights And Measures 


True weight, measures and counts are to be provided to all 
customers at all times. This means 16 ounces to the pound, 12 to 
a dozen, with no variations one way or another. Anything less 
than these standards is not good enough for our valued 
customers. 


In-Store Breakage Of Merchandise 


We will absorb the loss of an accidental breakage of merchan- 
dise by the customer in the store. When you see this happen, ap- 
proach the customer, put them at ease and tell them not to worry 
about it. Accidents happen, and they are not expected to pay. 
They should continue doing their shopping, and you will take care 
of the damaged merchandise. It is very important to make the 
customers feel “not guilty.” 


Breakage By Customer In Parking Lot 


Anything accidentally broken in the parking lot will be replaced 
free if we are aware of it at the time it happens. You should return 
to the store, get the item, and check it out with the person in 
charge. After giving the item to the customer, you are responsible 
for cleaning up the breakage. 


Customer Requests 


When a customer asks you for the location of an item, we can 
best provide customer service by taking them to the general 
product area or to the specific product. However, you may not be 
able due to another assignment, such as leaving your cash 
register if you are the only one at the front end. If this is the case, 
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get another employee to locate the item for the customer. Please 
don’t just point to the area. If we do not have the item requested, 
please indicate that you will bring this to the manager's attention. 
Be sure to fill out a “customer request slip” and give it to the 
manager. Never respond with, ‘'I don't know” to any question -- 
always get an answer. 


Carryout Service 


We willingly provide carryout service to all customers who need 
or want it. Let’s use our good judgment in providing this impor- 
tant part of our customer service. Remember, you provide the last 
contact with the customer and they will remember this long after 
they return home. 


Checkout Service 


A checkout lane is never to be closed while customers are in 
line. If you are scheduled to close your lane, be sure you tell the 
person in charge. No checkout lane will be closed without approval 
from the person in charge. This applies for breaks, lunch periods 
or the end of your shift. If there are two or more customers in 
your line, please get assistance. 


Donations - Discounts - Advertising 


Many times, our customers will ask about donations or 
discounts for worthy causes. Economics dictate a strict policy 
about this. Any customer asking for donations or discounts 
should be referred to the store manager or the office. 


Meat And Produce Department Service 


It is our policy to fill all customer requests for merchandise that 
is not available in our pre-packaged, self-service display cases for 
all customers’ needs such as size of package, size of merchan- 
dise or any other reason so we may Satisfy our customers. 


Check Cashing Service 


We will gladly cash known customers’ first party personal and 
payroll checks according to our policy. Any checks presented for 
cashing outside of our policy or suspicious-looking checks should 
be referred to the store manager or the office. 


No Tips Accepted Or Solicited 


We advertise that our stores are total service markets and that 
all such service is free. You are not permitted to solicit tips of 
any kind. 


Full Cart Service 


If you see a customer who has a full cart of merchandise and is 
still shopping, get an empty cart for them and ask them if trey 
would like to have that empty cart. Let the customer know where 
they may find the full cart. Be sure the customer removes any 
personal belongings. Also, tell someone at the front end that the 
cart belongs to a customer. 


Special Services 


We are not an average or common retailer. We consider it an 
opportunity to fulfill any special requests a customer may have, 
and we take pride in offering special services and accommodating 
special customer needs. It is important that we honor all requests 
whenever possible, and it is very important to be familiar with 
these various products and services so we can maximize our op- 
portunity in satisfying the needs of our customers. 








“I'm fed up to here with her and her lousy protest 
songs about the high cost of meat.” 


EMPLOYEE CONDUCT AND PERFORMANCE 


Know Your Store And Your Customers 


Know your store layout so you can readily answer requests for 
information as to the location of merchandise. Do not guess. If 
you don’t know, find out immediately and inform the customer 
with a polite apology for the delay. 


Customers must be served in their proper turn, and every 
customer is entitled to an accurate transaction. 


Never misrepresent a product or price. Avoid doubtful promises 
or guesses. You should be knowledgeable of our products and 
services for maximum customer satisfaction. 


Avoid discussion of religious, racial or political matters, and 
personal remarks to or about any customer! 


A friendly greeting is always appreciated by the customers, and 
what is most appreciated is the use of their name. When you 
know a customer’s name, please use it. Don’t hesitate to in- 
troduce a customer to your manager so they can get to know 
them as well. 


Personal Appearance And Cleanliness 


Personal appearance and cleanliness are very important factors 
to our customers and the company image. Well-groomed em- 
ployees immediately make a good impression with our customers. 
A sanitary approach in handling the customers’ food rrerchan- 
dise is a standard at VG's. 


Cleanliness is one of the most important factors given by 
customers in choosing their place to shop. All of us need to help 
in keeping our store clean. With the amount of traffic through our 
store, this is an endless task. Please try to be aware of any 
papers or debris in the aisle or parking lot, and take a few extra 
seconds to pick them up. The cleanliness of a store is a direct 
reflection of the people who work in it. 


Everyone 


Always offer a sincere smile when involved in any type of 
customer contact. Smoking, eating, drinking and chewing gum 
are permitted only in the designated areas and never on the sales 
floor. Breathmints and cough drops are acceptable. Personal 
hygiene should never be forgotten or overlooked. Cleanliness 
about the face, hands, arms and fingernails is expected from the 
VG family. Remember, you don’t get a second chance to make a 
good first impression. 


~ 


Our Dress Policy 


Neat, conservative dress slacks are preferred. Dress jeans are 
acceptable provided they are not faded, frayed or patched. 
Everyone will wear a clean dress shirt or blouse with a collar. 


Everyone will wear socks or hose. Shoes shall be clean, neat 
and add to your overall business-like appearance. Sandals, open- 
toe shoes and soft canvas shoes are not permitted for safety 
reasons. 


Hair must be neat, clean and conservative. Jewelry must be 
conservative and in good taste. 


Everyone will wear the required uniform as designated by their 
department. All uniforms are to be buttoned while working. Male 
employees must shave daily. Mustaches and beards, if worn, 
must be neatly trimmed and well groomed. 


Uniforms 


We provide you with uniforms and request that they be but- 
toned or zipped while working. It is your responsibility to keep 
your furnished uniforms clean and in good repair. Company- 
provided uniforms are to be returned to VG's upon ending your 
employment. VG's provides two (2) uniforms to full-time em- 
ployees and one (1) uniform to part-time employees. When you 
need additional uniforms, VG's will contribute 50% of the cost. 
Remember, a smile is the most basic part of your work uniform. 


—-Name Badges 


Name badges must be worn by all employees. You will be 
issued a name badge when employed, and it must be worn during 
working hours where it may be easily seen. If you do not have 
your name badge on, you are not to clock in. If your name badge 
is badly worn or broken, see your manager, and you will be issued 
a new one. If it is lost, we will replace it at our cost. 


Trial Period 


As a new employee, it is not always possible to determine 
whether you will be suited for the job or satisfied with it. For this 
reason, we have established a trial period which permits us to 
evaluate each other. The trial period is ninety (90) days. We may 
extend the trial period for another time period to provide you the 
benefit of doubt that your performance can be average or better. 
At the conclusion of the trial period, you will be informed by the 
manager whether you will become a regular employee. Of course, 


it may not take the full period of time for this decision to be made, 
and you may be notified prior to the ninety (90) days. If you are 
laid off for |ack of work and are still within the trial period, you 
will be terminated since you are not a regular employee. 


Your Attendance And Work Schedule 


Your work schedule will be posted by Saturday noon for the 
following week. You should check the schedule often to be sure 
you know when you are scheduled to work. This schedule has 
been written to reflect the needs of our customers, and you are 
expected to adhere to it. We don’t schedule switch without 
management approval. 


Changes in your work schedule can be made after approval is 
given by your department manager or your store manager. You 
may request consideration for a schedule change in the following 
week if notice is given to the manager by Wednesday. 


Please notify your department manager or store manager if you 
are going to be more than fifteen (15) minutes past your 
scheduled starting time. If we do not hear from you in this period 
of time, another employee may be called to work your schedule. 


It is your responsibility to notify your manager or the person in 
charge of the store just as soon as you know you are going to be 
absent. Please give at least one (1) hour's notice. You must 
report in advance each day you are absent unless you are on an 
approved leave or sick leave, and your manager is aware of the 
probable length of your leave. Management may request a doc- 
tor's verification of the absence. 


You are expected to work a reasonable amount of time beyond 
your scheduled time when requested. This is because it is im- 
possible to anticipate customer shopping habits with 100% ac- 
curacy in our business. 


Don't leave your job during your normal work schedule without 
first obtaining permission from your manager or the person in 
charge of the store. 


Take your scheduled time for lunch. If more time is needed, get 
the store manager’s approval. 
Absenteeism Or Tardiness 


If you are excessively absent or late, you will be subject to 
disciplinary action. Excessive absenteeism is defined as being 
absent more than an average of one (1) day per month. Those 


who are absent three (3) consecutive working days without report- 
ing their absence will be considered terminated. Excessive tar- 
diness is defined as being late for work more than three (3) times 
per month. 


Time Card Procedures 


The purpose of the time card is to insure an accurate record of 
all hours you work in order for you to receive correct payment of 
wages. 


Punch in and out on your own time card according to your 
schedule. Under no circumstances are you to punch another em- 
ployee’s time card or permit anyone to punch yours. 


Please use your time card properly. You will be paid for all 
work performed. 


You are to be at your work area ready and dressed for work at 
your scheduled starting time and are to remain at your work area 
until your scheduled quitting time. 


You will be paid for all time worked per your schedule. All time 
worked beyond your posted schedule, either before or after, must 
be authorized and approved by your manager. Have your manager 
initial your time card for this purpose. 


We clock in and out for all meal periods. Meal periods are rung 
on the front of the card. Normally, the times of your meal period 
are scheduled; however, we ask that you check with your manager 
prior to leaving for a meal period. 


-—f-you forget to punch your time card, it is your responsibility to 
notify the manager. The time will be written on the time card in 
ink, and initialed by the manager. 

Entering And Leaving 


Everyone comes and goes by the front door when reporting to 
or leaving work. Back doors are kept locked at all times unless to 
receive merchandise. 

Your Facilities 
Please use your rest rooms in a neat and sanitary manner. 


If you desire to eat, drink or smoke, please use your break 
areas. 


Break areas and rest rooms are your facilities -- let's all pitch in 
to keep them clean. The only way this happens is if we pick up 
after ourselves. 
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Your Honesty And Integrity 


We have selected you on the basis that your honesty and in- 
tegrity are of the highest levels. These personal traits will benefit 
you and your company. Honesty and integrity will always be an 
asset to you in all your future endeavors. 


It is your responsibility to advise the person in charge when you 
see a person taking merchandise without paying for it; whether 
it be an employee, a customer or a vendor. 


We will treat you as an adult. You may be exposed to areas 
and situations where your honesty and integrity aye important. 
When handling money, merchandise, equipment or other company 
property, your honesty is expected. 


You may also be exposed and involved with our personal 
business information such as sales volumes, financial figures, 
salaries, advertising and promotion plans, all of which are to be 
kept confidential. 





You are not permitted to remove any company property, equip- 
ment, merchandise or supplies from the company premises 
without permission from your store manager. 


Some employees have foolishly jeopardized their future 
because of dishonest acts involving money, merchandise or 
disclosure of confidential information. When this occurs, we are 
simply advising you of what our policy is in handling these 
situations: 


®@ Thorough investigation. 
@ Restitution and prosecution resorted to when justified. 


@ Facts surrounding termination will be made part of the em- 
ployee's permanent file. 


We believe and sincerely hope that it will not be necessary to 
take any of the above action against any of our employees. 
Safety And Accidents 


You are to work in a safe manner and use good safety 
procedures, both for the safety of customers as well as fellow 
employees. Work areas are kept clean and free of debris. 


Tools and equipment are kept clean and in good repair. 


Any accident, hazard or unsafe working condition of equipment 


is to be corrected or reported to your manager immediately for 
correction. 


WW 


If you are involved in an accident while working or witness an 
accident by a customer or another employee, report it im- 
mediately to the person in charge of the store. Under no circum- 
stances are you to make any promise or statement which would 
obligate you or VG's for payment of medical expenses or 
damages. 


We have established safety work rules and working conditions 
that are necessary to be in compliance with applicable 
regulations. It is important that you follow these rules so you will 
not be in violation of these regulations. 


Your Purchases 


All of your purchases are rung at the established price and paid 
for immediately prior to consumption. The register receipt is to 
be attached to the package. Eating and drinking in the store is 
permitted in the designated areas only. 


All of your purchases are rung through the checkout. They 
must be removed from the store after purchase. All purchases are 
cash transactions at the time of purchase. 


You are not permitted to record, weigh or package your own 
purchases or the purchases of a member of your immediate 
family or person residing in the same household. We suggest you 
advise them of this fact to avoid any embarrassment at a later 
time. We reserve the right to inspect all packages you take from 
the store. Your purchases must be made on your own time, 
please - not while clocked in. 


Failure to follow the above will result in disciplinary action up 
to and including discharge. 


Promotions And Transfers 


We want to promote from within whenever possible if a 
qualified person is available. Anyone who expresses an interest 
in a new job opening will be considered fairly by using the same 
set of standards for all applicants. The job will be given to the in- 
dividual judged best qualified. The following items are evaluated 
for people desiring advancement: length of service, skills, ability, 
education, attendance record, willingness to accept assignments, 
dependability, expression and amount of quality work accom- 
plished. 


We will, from time to time, seriously consider persons from the 
outside with exceptional qualifications. 
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If you want to be transferred to another job in the store, you 
may make your desire known anytime to your store manager. We 
will give consideration to these requests 


Holdups 


If a holdup occurs, without hestiation, obey all orders given by 
the holdup person. However, during their presence, be sure to 
concentrate on features, dress, voice, scars, automobile, etc., for 
identification at a later time. Please don’t be a hero! 


Shoplifting 


Theft from our stores can be a serious problem. This sensitive 
problem must be handled by experienced personnel to avoid dif- 
ficulties. If you see a customer, another employee or a vendor 
hiding merchandise in their clothing or in a package they are 
carrying, you should quietly report the incident to the manager 
without losing sight of the person involved. We want to be sure 
that person does not dispose of the merchandise. 


When the manager arrives, state what the item is and where it 
is hidden. The manager will evaluate the situation and may ask 
you to help in the apprehension if this action is taken. Under no 
circumstances are you to make an apprehension. Theft is a threat 
to our job security; therefore, it is everyone's responsibility to be 
alert to any form of dishonesty as it could jeopardize your com- 
pany’s very existence. 


Telephones And Messages 


Because the store and office telephones must be kept clear for 
business calls, they are not available for personal calls except for 
emergencies. 


Solicitation Policy 


In the interest of the efficiency, convenience and the continued 
goodwill of our customers and for the protection of our em- 
ployees, there shall be no solicitation or distribution of literature of 
any kind by any employee during actual working time of the em- 
ployee soliciting or the employee being solicited. (This does not 
apply during break or meal periods.) 


Persons who are not employees may not solicit or distribute 
literature for any purpose in any customer service area, working 
area or any area restricted to employees only. 
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There shall be no solicitation or distribution of literature of any 
kind by any person in any customer service areas or shopping 
areas of the store during those hours when the store is open for 
business. 


Any employee who violates any provision of this notice shall be 
subject to employee counseling and disciplinary action up to and 
including discharge. 


Additional Working Policies 


If you are scheduled and work eight (8) hours, you will take a 
lunch period near the middle of your shift. The lunch period is 
either thirty (30) or sixty (60) minutes, depending upon your 
schedule and the needs of the department. 


Please park your car in the area designated by your store 
manager. The prime parking areas are for the convenience of our 
customers. 


All premiums, samples of merchandise and merit coupons are 
given to the store office. Broken packages or damaged merchan- 
dise are to be put in a designated area and are not to be eaten as 
this is still VG's property. 


Possession or consumption of any dangerous, illegal drugs or 
alcoholic beverages on company property or reporting to or con- 
tinuing to work after consumption of either is prohibited. (This in- 
cludes consumption during breaks and lunches). A violation in 
this area will subject you to termination. 


We may request, at our expense, a physical examination before, 
during or after employment. 


All reports and records are to be completed promptly and ac- 
curately. 


Fighting, immoral acts, profanity, threats, or intimidation to the 
customers or other employees is not permitted. 


If you are convicted of a serious criminal offense, you will be 
subject to dismissal. 


Loafing or gambling on company property or time is not permit- 
ted. 


It is your responsibility to notify the manager of any changes in 
your address, phone number, name or dependent status. 


You may not work for any company in direct competition with 
VG's. 
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Radios are not permitted on the sales floor or elsewhere in the 
store if they are disruptive to efficient operations or create any 
unbusinesslike atmosphere. 


If friends start conversations with you while you are working, it 
is your responsibility to politely explain that work must be 
accomplished and excuse yourself. 


For the benefit and productivity of everyone, please do not 
report to work in the store more than fifteen (15) minutes before 
your scheduled starting time and please leave within fifteen (15) 
minutes after you have finished work unless you are shopping as 
a customer. 


If you are on a break or lunch, you are to be in the designated 
areas or leave the store and are not to disrupt the work in other 
departments during these times. 


Only authorized personnel are permitted in employee work and 
break areas. 


Equipment is costly and is designed for a certain purpose. It 
should not be used for a job that it is not designed to perform. 
All equipment should be restored to good clean operating con- 
dition when you have finished with it. Return movable equipment 
to proper storage areas. 


Supplies are necessary. However, they add to the cost of doing 
business. Therefore, they should be used sparingly and not 
wasted. Always be sure you have the proper supply item and in 
the correct size. All supplies should be kept neat and in the 
proper storage area. 


You are subject to disciplinary action for violation of any rule or 
regulation. 





“I said cut ita little thicker, ... trim around th. 
Wien ar at 
bone, ...and Idon't want ait that fat..." 
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VG’S PAY AND BENEFIT PROGRAM 


Wages 


We will pay you wages comparable with other independent 
retailers. 


You will be assigned a classification for which a wage schedule 
has been established. You will be informed of your wage 
schedule at the time you are employed and each time you are 
assigned to a different classification. 


Increases are earned in accordance with the wage schedule 
when you work the amount of time designated and your work per- 
formed is at a good level. 


Wage schedules are reviewed periodically, and adjustments are 
made if the company’s profit structure can absorb the increases. 
You will be advised when your wage schedule has changed. Per- 
formance evaluations will be made by your manager. 


You will be paid on Friday for the work performed in the 
previous work week, ending at midnight of the preceding Sunday. 


If you are called into work outside of your scheduled hours, you 
will be given the opportunity to work at least four (4) hours, 
provided you are available for four (4) hours. 


Premium Pay 


All work performed in excess of forty (40) hours in a week or 
over eight (8) hours in a day will be paid for at one and one-half 
(1%) times your regular rate of pay. 


If you work Sundays or any of the six (6) legal holidays, you will 
be paid two (2) times your regular rate for all hours worked that 
day. 


If you work on the regularly scheduled night stock crew, you 
will receive an hourly premium if the majority of your work is per- 
formed between store closing and 7:00 a.m. 


VG's night stock crews are regularly scheduled to begin their 
shifts at 12:00 a.m. the day after a holiday and on Monday mornings. 
Any starting time earlier than this will be on a voluntary basis, 
and the night crews will be paid at normal straight time plus night 
premium. 


16 





Status Definitions 


A full-time hourly employee is one who is hired as such and is 
regularly scheduled and works thirty-two (32) hours or more each 
week. If a part-time employee works more than thirty-two (32) 
hours for a period of twelve (12) consecutive weeks, they will be 
reclassified as full-time, with their full-time date being the begin- 
ning of the thirteenth (13th) week. This provision does not apply 
to students or part-time employees working during the summer 
months. 


A part-time hourly employee is one who is regularly scheduled 
and works less than thirty-two (32) hours each week. If a full-time 
employee works less than thirty-two (32) hours for a period of 
twelve (12) consecutive weeks, they will be reclassified as part- 
time at the beginning of the thirteenth (13th) week. Students are 
considered part-time employees. 






You will have your seniority start from your employment date, 
and both full and part-time status will count. 


A temporary employee is one who has not successfully com- 
pleted their trial period or is hired as a temporary employee for 
special or seasonal work. 


Break Periods 


Breaks are paid time provided by the company for your well- 
being and enjoyment. Scheduled breaks are fifteen (15) minutes 
for every four (4) hours worked. 


Break and lunch periods will be taken when they least interfere 
with the operation of our store or service to our customers. 


Vacations 


You earn vacation as of your anniversary date of employment, 
which is to be taken at a mutually agreeable time during the 
twelve (12) months following your anniversary date. We prefer 
that no vacations be taken the week prior to or during a holiday 
week. Vacations will be scheduled with length of service being 
considered. 


@ When you have completed one (1) year of employment, you 
will receive one (1) week’s paid vacation. 


@ When you have completed three (3) years of employment, 
you will receive two (2) weeks’ paid vacation. 
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@ When you have completed eight (8) years of employment, 
you will receive three (3) weeks’ paid vacation. 


@ When you have completed fifteen (15) years of employment, 
you will receive four (4) weeks’ paid vacation. 


Full-time employees will receive forty (40) hours’ pay for each 
week of vacation. Part-time employees will receive pay for the 
number of hours they averaged per week in the previous year. 
Weeks in which no work was performed will not be used in 
calculating this average. 





You must take time off in order to receive vacation pay. 
Vacations may not be carried over from year to year. 


You may receive vacation pay prior to going on vacation if ten 
(10) days’ notice is given. 


If you are absent from work for more than ninety (90) calendar 
days in any anniversary year, your earned vacation will be reduced 
by one-fourth. If you are absent from work for more than one 
hundred eighty (180) calendar days in any anniversary year, your 
earned vacation will be reduced by one-half. If you are absent 
from work for more than two hundred seventy (270) calendar days 
in any anniversary year, you will be disqualified for vacation that 
year. 


In the event you leave our employ, you will be entitled to 
vacation pay earned as of your last anniversary date but not taken 
by the date of separation. You are not entitled to any beretits tor —— 
that current year. If you are terminated for dishonesty or gross 
insubordination, you will forfeit any vacation pay earned but not 
yet taken. 


Holiday Pay 


After you complete your trial period, you will be paid for the 
following legal holidays: 


New Year’s Day Labor Day 
Memorial Day Thanksgiving Day 
Independence Day Christmas Day 


Full-time employees will be paid eight (8) hours straight time 
pay, and part-time employees will be paid four (4) hours straight 
time pay. 


During holiday weeks, full-time employees will be paid time and 
one-half (1%) for all hours worked in excess of thirty-two (32). 
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To qualify for holiday pay, you must work the scheduled day 
before and after the holiday, unless you are absent due to illness, 
supported by a doctor's statement. If you agree to work a holiday 
and fail to do so, unless absent due to illness, supported by a 
doctor's statement, you are not eligible for holiday pay. 


If you are on vacation during a holiday week, you will be en- 
titled to an additional day off with pay. This day is also to be 
scheduled at a mutually convenient time. 


Personal Holidays 


You are entitled to two (2) personai holidays per calendar year. 
These holidays may be taken any time in the calendar year except 
during holiday weeks. Please make arrangements with your store 
manager two (2) weeks in advance to schedule these days. These 
days will be calculated for both full and part-time employees the 
same way as the legal holidays. 


If you are on a leave of absence, you are not entitled to holiday 
pay. 


Bonus Week (Full-Time) 


After one (1) year of employment on January ist, full-time hourly 
employees are entitled to five (5) paid eight (8) hour days which 
may be used in one of three (3) ways: 


(1) Use them to cover days absent because of illness or acci- 
dent. These days will be used up automatically when you 
report your absence for these reasons. 


(2) Take this time as extra vacation. If you plan to use them 
in this way, schedule the days according to the guidelines 
under Vacations. 


(3) You will receive pay for the unused days around the middle 
of December. 


Full-time employees who have completed their trial period but 
who have less than one (1) year of employment on January 1st will 
be entitled to a pro-rated portion of this time as follows: 


3 months by January 1st 1 day 
5 months by January 1st 2 days 
7 months by January ist 3 days 
9 months by January ist 4 days 
11 months by January 1st 5 days 


You earn the bonus days in the year before they are taken. 
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You will be paid for these days at your current rate when they 
are taken. 


In the event you leave our employ, you will be entitled to bonus 
week pay earned as of January 1st, but not taken by the date of 
separation. You are not entitled to any benefits for that current 
year. If you are terminated for dishonesty or gross insubordination, 
you will forfeit any bonus week pay earned but not yet taken. 


Bonus Week (Part-Time) 


After one (1) year of employment on January 1st, part-time 
hourly employees are entitled to five (5) paid four (4) hour days 
which may be used in one of three (3) ways: 

(1) Use them to cover days absent because of illness or acci- 
dent. These days will be used up automatically when you 
report your absence for these reasons. 


(2) Take this time as extra vacation. If you plan to use them in 
this way, schedule the days according to the guidelines 
under Vacations. 


(3) You will receive pay for the unused days around the middle 
of December. 
Part-time employees who have completed their trial period but 


who have less than one (1) year of employment on January 1st will 
be entitled to a pro-rated portion of this time as follows: 


3 months by January 1st ee hee ee 
5 months by January 1st 2 days 

7 months by January ist 3 days 

9 months by January 1st 4 days 
11 months by January ist 5 days 


You earn the bonus days in the year before they are taken. 


You will be paid for bonus days at your current rate when the 
days are taken. 


In the event you leave our employ, you will be entitled to bonus 
week pay earned as of January 1st but not taken by the date of 
separation. You are not entitled to any benefits for that current 
year. If you are terminated for dishonesty or gross insubordination, 
you will forfeit any bonus week pay earned but not yet taken. 


Bereavement Pay 


In the event of a death of a member of your immediate family 
(parents, sister, brother, father-in-law, mother-in-law, grandparents, 
grandchildren, or any relative living in your household), you are 
entitled to a maximum of three (3) paid scheduled days off start- 
ing the day of the funeral and working back. 


In the event of a death of your spouse or child, you are entitled 
to a maximum of five (5) paid scheduled days off according to the 
above guidelines. 


Bereavement pay will not be paid in addition to other types of 
pay for the same day, such as holiday pay or vacation pay, and 
will not be calculated as hours worked for the purpose of paying 
overtime. 


Jury Duty 


If you are called for jury duty, notify your store manager as soon 
as possible. 


After showing your store manager the summons and filling out 
a form for jury duty pay, you will be paid for a maximum of four (4) 
weeks at your hourly rate for the hours you were scheduled but 
unable to work, less the amount paid to you by the court. 


This policy does not apply if you volunteer for jury duty or area 
plaintiff or defendant. 


If you are released from jury duty and can work at least two (2) 
hours of your originally scheduled shift, report to work. 


Leave Of Absence 


If you have six (6) months of service with the company, you are 
eligible for written leaves of absence for the following reasons: 


@ Illness or injury which requires you to be absent from work. 
The absence may not be more than three (3) months, but 
may be renewed upon agreement from the company. We 
may ask for a doctor’s statement to verify the leave. 


@ Personal leaves that are acceptable to the company. These 
leaves will be for a maximum of three (3) months, and may 
be renewed upon agreement from the company. 


You will maintain your seniority; however, you will not accrue 
additional time toward increased benefits, wage increases, and 
you are not eligible for holiday pay while on leave. 
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If you accept employment from another employer or become 
self-employed while on leave, you will be subject to termination. 


If you would like insurance coverage on a personal leave or 
layoff, you may receive it by paying the premiums in advance. 


VG’s pays for your insurance coverage for three (3) months 
when you are on an illness or accident leave. If you would like 
coverage after this time, you may receive it by paying the 
premiums in advance. 


All leaves will be reviewed by the main office for approval. 


Retirement Plan 


VG's retirement plan was established to enable you to share in 
our success, to promote your interest in our business and to 
provide additional retirement income and security. 


You are eligible to participate in this plan after you have com- 
pleted at least 6 months of service and have worked at least 1,000 
hours per year as of May 1st each year and you must be 22 years 
of age. 

When you become eligible, you will receive complete details on 
this benefit and we will automatically enroll you into the plan. 
VG's pays 100% of the cost of this plan. 


Group Insurance 


After completing your trial period, full-time employees are 
covered by term life insurance and income protection insurance. 


In addition, full-time employees who are not covered by another 
group plan are covered by hospital, medical, surgical, and major 
medical insurance. 


Full-time employees may have their dependents covered by the 
medical portion if they are not covered by another group plan. It 
is your responsibility to notify your manager if you want your 
dependents covered. 


The company pays 100% of the premium for the insurance 
coverages. 
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National Guard Leave 


VG's has adopted the following policy concerning National 
Guard and Reserve Duty leaves. 


When it is necessary for you to be absent due to attending an- 
nual camp, you will be given a leave of absence. Notify your 
department manager at least four (4) weeks before leaving so the 
manager may adjust the work schedule. 


If you desire, you may consider this time as your vacation and 
receive any vacation pay due at the start of the leave. 


Military Leave 


VG's employees who are in the armed forces of the United 
States will be given a leave of absence. Any vacation pay they are 
eligible for will be paid at the time of induction if they desire. 


Upon discharge, all reinstatements will be made according to 
the military reinstatement laws and provisions. 


Workmen’s Compensation Insurance 


We provide Workmen's Compensation Insurance for you while 
working. If you are injured on the job, we will pay for the remain- 
der of your scheduled shift that Gay if you are unable to return to 
work. 


Length Of Service 


One method a company’s strength is measured is by the num- 
ber of years its employees have remained with them. VG's is 
proud of the length of service record established by our em- 
ployees. 


Length of service will accumulate from the first day worked but 
will not be considered unti! you have completed your trial period. 


Your length of service is important because it represents an in- 
vestment in time and money in your training. It provides job 
security and promotion possibilities for you as your experience 
increases. 


You lose your status as a VG's employee if you: 
@ Quit 


@ Are discharged. 
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@ Fail to report to work within seven (7) days after the com- 
pany mails notice to your last known address informing you 
of a recall from layoff. 


@ Fail to return to work from leave. 
@ Are absent without reporting for three (3) consecutively 
scheduled days. 
Social Security 


You and your company share in the cost of your Social Security 
benefit. We match the amount you put into Social Security. 
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OPEN COMMUNICATIONS 


VG’s Team Work 


If something is troubling you or if you feel you are not being 
treated fairly, you should express your feelings. When people 
work together, misunderstandings sometimes occur. If something 
is bothering you, either about your work or some outside problem, 
you are not going to perform well. Feel free to discuss the matter 
with your department manager or the store manager. Your 
manager is interested in your welfare and would like to help you. 
It is part of their job to listen and help if possible. If they cannot 
help you personally, they will be glad to recommend someone 
who can. Remember, your manager can't solve problems they 
don't know about. 


If you feel your manager has not resolved your question or 
problem properly, please feel free to talk to higher management 
after letting your manager know of your dissatisfaction. 


If you are thinking of leaving, we are interested in knowing why. 
Your dissatisfaction may be caused by something which can be 
corrected. Please, discuss it first with your department manager 
or store manager before you decide. 


Team work is what VG's is all about. The VG family works 
together, and because we are willing to keep our communication 
lines open and listen to each other, our team work will continue to 
improve. If any member of our team is not up to par, the rest of 
our team members suffer. The VG team is counting on you. 


Speak Up 


We always want to be good listeners. If you have a concern - a 
problem, suggestion or question - but feel uncomfortable about 
discussing it with your manager, feel free to drop a note or give a 
call to Russ. He would welcome the opportunity to hear from you. 


So, speak up if there is something on your mind. Many good 
ideas are lost because employees have not taken the time to 
speak up. Don’t live with a problem that might be easily solved 
when you speak up. 


Address the Speak Up to: 


Russ Van Gilder 
3150 Owen Road 
Fenton, Michigan 48430 
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You are encouraged to use our open communications plans 
freely, and you can be sure that if you use them, you will not 
receive any reprisals. 


VG Communication 


This employee handbook is one of our main lines of com- 
munication with you. Keep this handbook for reference so you 
will know what is expected of you and what you can expect from 
us. 


We maintain a bulletin board in our store to keep you advised of 
items that are of interest. Check the bulletin board every day to 
be sure you are informed as bulletins are only posted seven to ten 
days. 


Occasionally, we will call a meeting to discuss important items. 
We ask you to participate in all meetings. Your attendance is ex- 
pected just as it is for reporting to work. 


Counseling And Discipline 


When people work together, it is important to establish stan- 
dards for conduct to maintain an orderly, efficient atmosphere. 
Good employees expect and welcome an orderly environment. 


You may be disciplined up to and including dismissal in order 
to protect the rights of others and to maintain order, efficiency 
and fairness throughout the work force. We prefer to deal with 
you as an adult. Therefore, corrective measures are not intended 
as punishment. Our steps of discipline are designed to correct 
whatever problem you are having and to make you aware of the 
importance of abiding by our policies and procedures. In some 
cases, it may be necessary to dismiss an employee because of 
the seriousness or continuation of violations. 


Discipline will be applied fairly and equally to all employees. 
We are listing violations in two main categories to give you an 
idea of what you can expect if you violate certain policies or 
procedures. It is not possible to list every violation, but the two 
areas listed will serve as a guideline as to what discipline may 
apply for situations not listed. 


Major/Serious Violations 


These violations are extremely serious, and because of this, you 
will usually be subject to immediate discharge: 


@ Falsifying records or information 
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Ringing another employee's time card 

Theft or dishonesty 

Leaving job without permission 

Work refusal/insubordination 

Fighting, immoral conduct, threats or intimidation 
Gambling on company premises 


Use of drugs or alcoholic beverages on company property 
or working after the use of either 


Conviction of a serious criminal offense 

Disclosing confidential information 

Removing company property without approval or paying for it 
Unauthorized possession of weapons 

Working another job while absent 

Failure to report defective equipment or a safety hazard 
Failure to report absence 

Horseplay and violations of safety rules 

Improper sale of alcoholic beverages 

Misuse or unauthorized use of company property 
Discourteous treatment of customers 


Possession or solicitation of any illegal (non-prescription) 
drugs or substances. 


Other Violations 


These violations are of the nature that by counseling and with 
progressive discipline, employees will correct their conduct. 
Records will be made of counseling interviews and discussions in 
the event reference is necessary. However, violations of any of 
these provisions may result in more severe disciplinary action, 
depending on your prior employment record and the circumstan- 
ces involved. An infraction in this area will not be held against 
you if it occurred twelve (12) months ago or longer. 


Cashier shortages 

Tardiness 

Irregular attendance 

Abusing break time privileges 
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Failure to follow instructions 

Substandard quality or quantity of work 
Unauthorized smoking or eating 

Failure to complete reports promptly and accurately 
Unacceptable appearance 

Unauthorized parking 

Improper language 

Unauthorized solicitation 

Failure to report injury or accident immediately 

@ Loafing 


Failure to correct these violations will result in more serious 
disciplinary action up to and including discharge. However, the 
handling of these violations of company rules and procedures will 
depend upon your prior employment record and the circumstan- 
ces relating to the offense. 





“Sorry, Boss, she insisted on seeing th 
‘Sorry, . @ mar 
right away.” J meneger 
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THANK YOU 


We are really glad you took the time to read your handbook about 
our stores. | know we have covered a lot of information, and from 
time to time, you may have some questions. 


Please feel free to come to us or your department manager about 
any question. We will gladly answer it or help you solve your 
problems. | am sure you will enjoy working in our stores. 








THE ART OF GETTING ALONG 


Sooner or later a man, if he is wise, discovers that life is a mixture 
of good days and bad, victory and defeat, give and take. He learns 
that it does not pay to be a sensitive soul...that he should let some 
things go over his head like water off a duck’s back. 


He learns that all men have burnt toast for breakfast now and then 
and that he shouldn't take the other fellow’s grouch too seriously. 
He learns that carrying a chip on his shoulder is the easiest way to 
get into a fight. He learns that the quickest way to become un- 
popular is to carry tales and gossip about others. 


He learns that most people are human, and that it doesn't do any 
harm to smile and say “good morning” even if itis raining. He learns 
that most of the other fellows are ambitious, as he is, and that 
they have brains that are as good or better, and that hard work and 
not cleverness is the secret of success. 


He learns that it doesn't matter so much who gets the credit as 
long as the job gets done. He learns to sympathize with the 
youngsters coming into the store because he remembers how 
bewildered he was when he first started out. He learns not to worry 
when he doesn't have a hit every time, because experience has 
shown that if he always gives his best, his average will break pretty 
well. 


He learns that no man ever got to first base alone and that it is 
only through cooperative effort that we move on to better things. 
he learns that the fellows are not any harder to get along with in 
one place than another, and that ‘getting along” depends about 
98% on himself. 


— Author Unknown — 


